
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORI APPLICATION FOR RECORDS RETENTION SCHEDULE 

~ RECORDS MANAGEMENT DIVISION - -"~-- "------.-T*-P 

INSTRUCTIONS: ' See PublicatioA No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. ! 
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FOR AGENCY ___ USE 1. Agency Address I FOR RECORDS MANAGEMENT USE 

v , .  
Georgia Department o f  Labor: 

151 E l l i s  S t ree t  
Labor In format ion 2Y\ '. 

Date Complete >, 
MAR 1 8 1980 I 'APR 0 2 1980 

wlication h t e  

__ 
- A t lan ta ,  Georgia 30303: _-- -__-~__I_ ~~ ._ 

Working Title Telephone Number ' 

- ~ ~ ~ ~ Y l ~ ~ F d a e ~ ~ . -  _Besearch 1 ~ ~~ 404 6 6 -  1 

!. Person to Cantact 

b. Action Requested 

_- 

a. d Estabiisn Retention Schedule; rfcord will continw to accumulate. 
b. : 0 Dispose of present accumulation; no further accumulation anticipated. 

0 Amend 0 Void 

Continuous Wage and Benef i t  H i s t o r y  Quest ionnaire 

t,  Dates of Series 
iar l ies i  Latest 

1979 ~. ~ . . .  
I_ 

5. Division and Offics Function 

The Admin is t ra ' t i ve  Services d i v i s i o n  provides f i s ' ca l ,  personnel, records, purchasing, and 
s t a t i s t i c a l  research serv ices.  Labor In format ion Systems compiles, prepares, and repo r t s  
employment s t a t i s t i c s  for  i n t e r n a l  departmental,use, t he  fede ra l  government,and spec ia l  
labor  in fo rmat ion  users. The u n i t  conducts spec ia l  research s tud ies  and prov ides methodo- 
l o g i c a l  assistance t o  o t h e r  L I S  uni t 's .  

What is the funkion of the Division and the Office in' which this record series is created? . I 

. z  

__-_ . .~ ~ -- --I- 

1. Record Series Description T h i s  f G a i n r . t h e  follQwing documents .. (include . , form . numbersand - I .  Mes, ~. ifanyJ: . !  . .~ 8 

. .  
, .  ! . .  i Attach samples of the file. . .  

Documentsrelating to: the  a c q u i s i t i o n  of supplemental -economic. and demos-raphit data TO; depar t -  
mental research from unemployment inusrance app l ican ts .  

hd'dedare: c la imant  ques t ionna i re  (ESA-851) and CWBH-Request f o r  v e r i f i c a t i o n  o f  In format ion-  
(ESA-851A).  

ca 1 

I ,  
,-. 

.:, . . 
.. . .. 

. .  .. ~ , y ,  thereunder . by soci,al ' . ,  s e c u r i t y  number. ~ . .  
:, i , .  \, .; , 

~- -I___ ~ _. __ 
How often are records referred to which are: 

- I  
0 

m n t h l y  Reference Rate 

One to six months old la-' .'*%van to twelve months old 

-L .-.. 2..-,L ~2:- L~~ . . #-~~AL__..I . 
3. Anhurl Rate of Accumulation of Records 
~ Letter4ze drawers -L- -;, Legalsize drawers .- . ..: I ... .$elver 

10 ; Thirteen to twenty-four months oid 
twenty-five months and older ___ 7 b  

.Se:ies 'W i  I 1  vary w i t h  the- unemp1oyknt  rate: - 

7 
1. I 

; Other (gcdcify) I 
. ,  .. 

I----;- . _--_ _-___A- 
L 

,. , R-80-716. ew:76 '. L > i.. \ ~ . (0v.r) 



-.- 
~~ - . ._._?_~ -~ ~ - ~ ~~ - 

,I .: 
- ~s I~~No I 10. Quertionneire (Place an_"x-ln the. ~!cpr-m!umn)_-~_--_ 

~~ ~ 

.a. Is this the official copy of the scries? ~ . ~ ', % 

'.- 
. .  

~~ _..---.. 
~~ Knot. W h e r e m C  - 

. 

b. Does the series contain corlfidential information requiring security handling? If yes, cite law or regulation. ,i 
. . .  . - . . ~  ~.~ ~~ 

- -~ ~ - - -  ~ 

i .  

0. When one or two documents in the fiie make it necessary to keep the entire file for a tong period, could these 
..-_d&m~mts be scheduled~ seDaratalu?_-- .-.-I_ 

report? 
.. I 

~~ 

. . .  .: , 

X 

11. Retamlon Rquirements The following requires the series to be kept: 

years. 
-~ .iears. e. Administrative need -~. 1 .L years. 

c. Federal law -- years. f. Federal retention insauctions m. 

~. d. Audit period 
*t 

~ - - - _ y e a r s .  
. 

a. Stata Law 
b. Statute of limitation :- 

. . .  

Attach copy or exert of laws or regulations. Explain administrative need. To Val i d a t e  EDP e n t r y  o r  f o r  reference. 
F i l e ~ s u b s e t s  may be segregated f o r  EDP e n t r y  for  s p e c i a l  studes. 
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. . .  ~ ... . - 
I .: .-. . ~~ 

~~ . . - - - - ~  I r .  -- i-... ~- ~-2- ^-.._--.~ 
. . .  . . .  1% ApproLBd ... Dbwsi$ion ~ . . .  ~. Instruction$ . . .  ! This . 4 aqency recommends that the fileseries & - 8 .  cut off a t  the end 8 of each: . .~ ,. ~ . . 

. .  &'Calendar Year: U Fiscal Year; 0 Other . . .  . . . .  -, - L t h e n .  I 

Hc!d in the current files area -1~8 --month(s) -~ year(s); then 
0 Transfer to local holding area; hold - .~~ 

0 Transfer to State Records Center; hold I ~ ~ ~ .--year(s); then 
Kl Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Othsr (Specify) 

yearb); then 

months, i. des 

. .  

Re ta in  i n  c u r k e n t " f i 1 e s  area 18 months, des t roy  i n  o f f i c e .  Reta in  subsets o f  f i l e  18 
. . . .  t o y  i n  o f f i c e ;  . ~ ,  ear j ie r . ,d . i sposa l  . .  , .  . au tho r i zed .  ' . .  . . . .  ~ 

., ! 
. ~ . . . . .  . . .  - 1  - 

, .  

. . . . . . . .  , . .  

. .  
" 

. .  . .  

instruaions apply to a l l  prior and future accumulations of the series. 

Attorney GeneraVDesignee 

iraph 12 are approved. 
I f  disappmved, attach letter 
if explanation.) 

~ ~~ -- 
. .  


